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Engineering Operation Reporting Files

Documents relating to the process of assembling,
analyzing, summarizing and disseminating data con-
cerning the operations and performance of engineer-
ing activities within an institution.

Included but not limited to are summarizations of
facilities engineering programs, project backlogs,
deferred projects, performance reports and similar
and related information concerning facility engineer-
ing activities.

Files may be arranced chronologically by date or by
facility or related arrangement.

78- 339

Utilities Maintenance Files

Documents relating to the maintenance of utilities
systems and equipment.

Included are reports on water, sewage, électrical re-
frigeration, air conditioning boilers, warm air fur-
naces, steam distribution, gas and oil storage and
other utility systems or plants.

Files are usually arranged alphabetically by system
or plant thereunder chronologically by date.
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Utilities Operating Log Files
Documents relating to operation of utilities.

Included are log records identifying equipment usage,

services and similar or related information.

Files are arranged chronologically by date.
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Enginegéigg Project Estimate Files

Documents relating to the preparation, review, and
approval of projects for the maintenance, repair,

or modification of buildings, grounds, improved areas,
or other institution engineering projects.

Included are individual project estimates prepared by
institution engineers, requests for approval or pro-

jects, papers reflecting approval of projects and re-
lated documents.

The file is arranged chronologically by date.

Cut off file at the end of
each calendar year; hold in
current files area 3 years;
transfer to local storage area,
hold 2 years; then destroy.

Cut off file at the end of each
calendar year; hold in current
files area for 2 years; then
destroy.

Destroy upcn final disposition
of related equipment and machi-
nery.

Earlier destruction is authorized

for those logs which have no
enduring reference value.

Destroy 2 years after completion
or disapproval of project or on
discontinuance as applicable.




